Section 12


Lock up and Key Holders

To provide for the security and safety of premises, confidential material and workers when locking up.

All approved key holders have a responsibility to ensure the premises are unlocked on arrival and securely locked when leaving.

If you are the person unlocking the building for an event or Service BE SURE to UNLOCK the EXIT doors. 

Key Tags are to be identified only with a return address to:

_______________________________________________________________

_______________________________________________________________

Check

· Put away any microphones that were used. 

· Turn off the projector, computers, overhead fans and any other used electronic equipment and lock away.

· Everyone is out.

· All lights and heaters are switched off.

· Confidential material is removed from desk tops and secured.

· Ensure all windows are locked.

· Ensure all exterior doors are locked.

· On exiting, check surroundings.

NEVER duplicate the key. 

Do not lend the key without prior approval. 

If someone needs a key, they need to contact the Church Administrator/Regional Dean/Person in Charge of the Parish.

As a key holder, I have read and agree to these conditions:

Signed:………………………………  
 Date: …………………

Date:

Next Update:

	Name and contact of Key Holder
	Church
	Office
	Hall
	Foyer
	Church house
	Safe
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